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£ - L’CAT’OV FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE S;RVICES . :
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c ‘"For instructions on completing this form contact DHR. Bemrp; Mengggwrm Unit, 47 Trinity Avenue, Atlante, Georgia >
' 3033, Prone-{404) 6564976 GIST: 2214583 .

~ DHR 1. GEORGIA DEPARTMENT OF HUMAN stountss ARCHIVES AND HISTORY
Ao ion Dete Division OfF Public Bealth . Applicstion Number
, ~yvital Records Section Room 217-H

8/20/82 47 Trinity Avt. §.W, 20-2.94 - P(

Appohcrion Number . Atlanta, ca. 30334 . Daw Recsived ' Dae Cﬂmp‘eéc a3
___B2:41 , 0CT 71882 . JAwiryp .
fa. PmnmConw:i . Working Titis N ‘B:ET 28 1982 Tewprone Numoer
Mil’:e Lavoie : B B Dh'ector ' 7 656-4750
3. Acuor. Rezuensd PCfIfER (0 gmtnad) S0 @IGiT Jnns ebto) LEn
a. D Esadluh Remntion Schedule; record will continue 1o accumulats. ) A ma e )
p. 0 Duposs of prasent accumulstion; no turther sccumulstion anticipsted.
c. X5 amena Aspiication No. 80-294 Crhack One: [J Crange; [ Supercsde; DI Void
4. Dewzs ot Serias ls. Records Saries Tatla  Hollowsd by tithe used in office; H ditfersnt) ‘
'Earien Lstest - : T e !
1919 {contiauing l Georgia Report OF Spontaneous Abortion or Stillbirth (Retal Death) Piles
6. Dwvisson and Difes Functtion Wnat U the funciion of the Division ang the Oflice in which this record series is created?

The Division of Public Bealth, through the leadership of the Director, is responsible for the
adoinistratioa, direction, and coordination of the public health programs throughout Georgia,
This it accomplished by the establishmeat of health standards for business, housing and field
operations; the improvement of the physical hnd dental health of adults and children; :¢he
diagnosis and control of dgtsemseSL the monitorine of supplies: °fﬂdrmking yater; . and the

daily’ State-‘\rﬁde J:rogz;atg -of i’egistratioq, gEa;i’eticgl ching, certlflca;ion, preservat{on of
certificates for births, marriages, divorces, annulments ‘of marriages, and deaths that occur
gach year_ in the State. . .- ... 680) =27

i
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The V|taI Records Sect:.on has the respon5|b|'llty to prowde servmes for the registration,
stat1gtica1 -coding, -certification, -and preservation of xecords of, birth, death;.fetal death,

| - marriage .divorce, - annulments of mar,ri;ge, -adoptions, anddegitimation of births which occur
i .each vear within -the State.- R T R R e A I A e

7. Retorss Seres Description - Thas file cnnm:mthefollowing documents finc/ude form numbarxmd utles, ¥ any): Atiach sampies of the fae.
Domment: gzunﬁg ugl 3pontaneous abort&ons or stillbirths «(fetal ’death) -which dccur imcéoi'gin. Y
! oy ELRTETRICS S nT weing r> 5 Yo -has | L3 ,,‘.w') Sad T _(x eI L,n-)
ymucec aréo ,Pom 3985 (ce'o’rgta Report *of Sponmeous ABortioa or 511'11b1rth) which shows
hospital name and address by eity/tewn and county; daft 'and wkout &f delivery; sex and -~
weight of fetUs; physician's estimate of gestation; mother's maiden name, .age, date OF ’
birth, residence, whether or not married, race, origin or descent, education; whether
or not first pregnancy,-month of pregnancy prenatal Cafe began, total prenatal vigits;
date last normal menses began; whether birth single, twin, triplet, etc,; 1T multiple
birth order: date of last live birth: date of last fetal death; previous live births,
ane rite; all other pregnancy terminations which did not result in live birth, and
size; result of last pregnancy: father's name, age race, origin or descent; immediate
cause OfF fetal death; fetal or maternal conditions contributing to fetal death; com-

lications °E pragnanc comﬂllcatlons of labor and/or delivery: concurrent Illness or
onditions atfecting the preghancy; (See Continuation Sheet)

(Tre foe moamanged 2 umerically by oumber assigned by Vital Records Service
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Monjniy Re(u?n& Rats . Howofun ars rscords rrhrrac <0 which ars: -

Oné 10 six memtns oid : Sven  twalve mcnths old +  Thinren 10 twenty<4our months old
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Ng‘no. Quasiis-nare  (Place 8= X" .in the '.f‘“-:umm’i' : . ’ "~ 2

S ve
pYes N

a. ls this the official copy of the sares? - -

xl_ l it not, whanisn? . B .

o b. Does the series contaln confidential informatien requiring ucumy h..ndlmg? If yes, cite law or rejulstion.
X Ga. Code Ann., Part 2, Section 2, Title 31, Chapter 10, #31-10-25
| X c. lsthiss vitsl record? ga, Code Ann., Part 2, Section 2, Title 31 Chapter 10, #31-

d. Doas this seriss have historical or iong term ressarch veliue? eREEs

8. When one or two documents in the file make it necasiary to keep the entirs tile for a long pcncd could these documents

X be scheduled separately? .
L__i'“ 1. )s the information contained in this saries aver pubhshsd? if yes, sttach wpv ' ) ]
g. ls the information wnmmd in this series ever analyzad and/or recordad ln a summarized report?
X if yss, stach copy. S |
h. Is thars 8 duplication of this series in your office, or in snother offics or agency?
X it yes, whars?
X 1. is this secies {or a major portion of it) reguisrly microfiimed?
) ¢ j. Does the record series retult in 3 computer printout?
11. Retsntion Requirsments - o The following requires ths serias to be kept:
Ga. Code Aan. Title 31, Chapter 10, #31-10-25 ,
a. Swute Law Permanent _ yess. : d. Audit pericd —_—__years.
b. Sustute of limitetion —— yaans. . Administrative nesd _ years.
¢ Fedaral low —_— . yeans, _ f. Fedaral retantion instructions _—_ye:rs

+
Attach COPY Of excerpt of Lrwa or reguistions. Explein administrative need.

i) L . g

12. Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of each:
Ocalendar Year; O Fisal Yur; BOther _ : i then,

(Report Form-#3985)« Cut of file at the end of each calendar year; hold in current files area
2 yearr; then retire to State Archives for permdnent retentien,

(Maintenance fartructiems)- Microfilm Report Fern #3985- (Georgia Report of Spontaneous Abortien
or Stillbirth) im duplicate each msath, produeing twe original folls.

Qlonthly Microfilm File)- (l)Send one original to the National Center for Health Statistics,
Dept. Health and Human Services, (Note: If this microfilm is returned

, destro 2 (2) Hold one original in Vital Records Office until end
efidar ‘year; then transfer to State Archives for permanent

retentlon in microfilm security vault, ~(Notel: Prigf to tl:ancfer» )

DHR will duplicate, creat1ng offlcg fefeLence >copv._) o s Fme

e

-3, -

(Reference Copy) Maintaim in Yital Records OffICe for reference needs ; destr;)y when
obsolete or no longer needed.
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.Applicatidn for Records Retention Schedule#

Georgia Report of Spontaneous Abortion
or Stillbirth (Fetal Death) Files

Continuation Page 3

1. concurrent illnesses or conditions affecting the pregnancy; signature
to certify that delivery occurred on date stated, and that fetus was
born dead; name and title of certifier and address; date of signature;
burial, cremation, removal; disposition date, cemetery, crematory Or
institution mame and location; signature of Registrar and date.received.

12. Magnetic Tape

Security Copy (maintained by DOAS)
LSBT OGRS
Upon completion of tape for each given calendar year, DOAS will
be notified by Vital Records Service to transfer security copy to
State Records Center for storage in Archives Building where it
will be held 50 years; then destroyed.

(Note: every two years the tape will be returned to
Vital Records Service to be checked for stability
of the magnetic bits; and, if necessary, for the
tape to be rerun and the magnetic bits reinforced).

Working Copy

Destroy when obsolete, superceded, or no longer needed for
reference.

Computer Printout (error list)

Destroy when all errors have been corrected.
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GEORGIA DEPARTMENT G: HUMAN RESOURCES
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES
RECORDS MANAGEMEINT UNIT

- e b i - A7 A o . R T = - = [ - rers

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia
30334. Phone- (404) 656-4976 GIST: 2214983

DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVESANDHISTORY
Applicstion Date .| -Division of Physical Health Apphcauor Number
Vital Records Section 80- Lq‘-‘
—_ April 21, 4986-.4 Room 217-H
Application Number 47 Trinity Avenue, S. W. DZ;JRMNM 'Date Completed
DHR  80-14 Atlanta, Georgia 30334 R 22 1989 1 JUN 23 1980
2 Parson to Contact e Working Ti& Teiepnone Number '
Mlchael Lav01e /{41, Director, Vital Records Section 656-4750

3. Actior Requerted

a. [3Esabtish Retention Schedule; record will continue to accumulats. -

b. [ Dispose of prasent accumutation; no further secumutation anticipated.

¢. BAmend ApplicationNo. - i e £ 3 2 CheckOne [J Change; [ Supercede; O Void
% Daws of Series - 6. Records Series Titie Ifollomdbyu’tbundhoﬁm,lfdlffomt} T
Earliest Latest Georgla_Rep_ort of Spontaneous A_bortlon

1/1/19 lpresent or Stillbirth (Fetal Death) Files
5. | 5?\7@[6?&1% 'Office Function Whet is the function Of the Divi}ion and fhe Ottice in which this record series 18 created?

The Division of Physical 'Health, through the leadership of the Director, is responsible for the administration,

direction, and coordination of the physical health programs throughout Georgia, This is accanplished by the
establistrent of health standards for business, housing, and field operations; the improvement Of the phyaical

and dental health of adults and children; the dlafgnssm and control of diseases; and the daily State-wide
program of registration, statistical coding, certification, and preservation of births, marriages, divorces,

annulments of marriage, and deaths that occur each year in the State.
The Vital Records Section has the responsibility to provide services for the registration, statistical coding,

certification, and preservation of records of birth, death, fetal death, marriage, divorce, annulments of mar-
miage, adoptions, and legitimation of births which occur each year within the State.

7. Records Seriwes Description This file contains the ioticwing documents finclude form numbers and titles, #dnT;) Attach :an'\pfe-s»‘-gfme file.

Documents relating to: F€porting spontaneous abortions or stillbirths (fetal death) which occur
‘dm_Georgia.

Included 1S form 3985 (Rev. 5-79) (Georgia Report of Spontaneous Abortion or Stillbirth)
which shows hospital name and address by city/town and county; date and hour of de-
livery; sex and weight of fetus; physician's estimate of gestation; mother's maiden
name, age, date of birth, residence, whether or not married, race, origin 'or descent,
education; whether or not first pregnancy, month of pregnancy prenatal care began, total
prenatal visits; date last normal menses began; whether birth single, twin, triplet,
etc.; if multiple, birth order; date of last live birth; date of last fetal death;
previous live births, and size; all other pregnancy terminations which did not result
in live birth, and size; result of last pregnancy; father's name, age, race, origin
or descent; immediate cause of fetal death; fetal or maternal conditions contributing
to fetal death; complications of pregnancy; complications of labor and/or delivery;

Tho file 8 arranged :

nimerically by number assigned by Vital Records Service'. z
8. Monthly Referenca Rate ' Haw often are records referreg *a wnich are: i
One 10 six months ald 2:3__- 3 Seven to twelve monthaold _ < _; Thirmen w wentyfour monthsold ___ ____ ;
twenty-five monthsandolder ______ "~ 7 - ' '
8. Annual Rste of Accumulstion or Roeordt T . o
1 s 4 boxésﬁ',,(cui,fti-.).)'
Lettersizadrawers . : Legai4ize drawers :  Shelves e 3 Other fSpecity)
| /regorts; ; magnetic ‘!:ape; : an¢ 2 to 3 rolls microfilm,
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YES | NO | 10. Questionnaira _{Plsco 8n X' in the preser eelurin) * S S S
a. s this tha officiat copy of the series?
X if not, whars is it? _
o e -
b. Does the stries contain confidential informatien requiring security handling? If yes, cite law or reguiation.
X ~Ga. Public Health law 88-1723 (pg. 136) ' e
% c. Isthisavitsi record? Ga. Public Health Iaw 88-1702 (f) (pg. 126)
X d. Doss this series have historical or long tefm research wive? Ga. Public Health Law 88-1703 (pg. 127) L
Whan one or two documents in the m. mals it necesiary to keep tha entire file for 8 long period, could thess documants
X - be rhoduled separately?
X | "1 Is the information contained in this saries ever published? tf yes, attach eopv Georgia Vital and Health Statistics
' q@ tained in this series ever ‘mlyud and/or noordod In a summarized report? (published annually)
X Jattach Georgia Vital and Health Statistics
h. is there a duplication of this series in your office, or in anothaer office or agency?
X © it yes, where? )
X .. s this series [or 8 major portion of it) reguiarly microfilmed? vmonthly
X : -}, Does the record series result in a computer printout? error list
11. Retantion Requirements ‘ The tollowing requires the series to be kept:
a. Sute Law _p__emrgirﬂly d. Audit pariod —_— .years.
b. Statuta of limitation L. —— YO8TS. 8. Administrative need —aee e YORIS.
c. Facsrsl low — YORTS. f. Fsdiral retention instructions o oo YEBO B
Attach copy OF excerpt Of L of reguiations, Exphin administrative reed, ,
Georgia Public Health Law 88-17 Vital Records
(pages 125, 126, 127 and 136)
12. Approved Disposition Instructions |, “This agency nco‘mmnds that the file series be cut off at the end of esch:
R Calendar Year; [ Fiscal Year; 0 Other then,

teport (form 3385)
3B Hold intho currant files ares .. .. — .. menth(s)
O Transter tolocal holdingerea; hold —e—— .. year{s}; then
3 Transfer to State Records Center; hold e Y@8F{8); then
0 Destroy
B Transfer to Stats Archives for permanent retaritien.
O Other (Specify)

Note: microfilm certificate file in duplicate each month; then

—5-—-—-— year(s); then

fonthly microfilm file |

1. Send one copy to National Center for Health Statistics. (Should this microfilm be
returned, destroy). :
(morithly microfilms= security and working -will be)
)

= (spliced to make antfual copies .
1. Transfer silver original to State Archives for permanent retention.

2. Keep one copy in Vital Records; destroy when obsolete, superceded; or no longer néeded
Thew instructions spply to ail pricr snd futurs sccumuistiens Of the series, o for reference.
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Annual microfilm file
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T ( contlnued)

P : . —— N

Date I Recordn Meanagement Officer {Signature) )  ‘Date

qu*%Q.“. KAM/ Y- W : ;2‘//3/30 )

" Eli4abeth W. Crank, CRM
State Records Committes ISIWtunl ) Data
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f\ooommndatiom in paragrsph
12 are approved.
(N disapproved, eteach letter

of expisnation.} { '

State Auditor/Designee
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Application. For. Records Retention Sehedule Page 2
( CObtinqaii.pE-Sheet)

3

£1 _Included are; (contd)

signature to certify that delivery occured on date stated, and that fetus was born dead,;

,nhame and title of certifier and address; date of signature; burial, cremation, removal;

disposition date, cemetery, crematory or institution name and location; signature of
Registrar and date recaived.




